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MEETING #1 SUMMARY (MONDAY, FEBRUARY 4)

Attendance
Tracy Jones, Dana McMinn, Marty Waszak

Discussion Items
Scope of Charter -  Discussion regarding what exactly the team will try to
accomplish was the subject for approximately 1/2 of the meeting.  The wide
ranging discussion covered issues such as software/hardware options, look and
feel, sources and maintanence of content, desired features, site layout (apparent
and hidden), roles and organization, reporting and meetings, to name a few.

The general consensus was that the team would go so far as to develop a
prioritized list of desired features and a draft layout of the DCB web site (to allow
experimentation with various options and ultimately to characterize look and feel,
and operational aspects of the site).  The team will also develop a framework for
supporting and maintaining the site including an organizational framework and a
preliminary set of policies, procedures, and processes.  Finally, the team will
assess the available resources and costs and recommend an implementation
mechanism that could include hardware/software and support requirements.

Action Plan -  Discussion then turned to address the development of a plan to
accomplish the charter.  The consensus was to develop an action plan that
sequentially addressed the key issues and avoided dwelling on any one of them
too long.  The plan is anchored by an aggressive meeting schedule.  The meeting
schedule was structured to move quickly and continually progress toward the
objectives.  The meeting topics were chosen to concentrate on those activities
where the value added by the group is maximized.
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The desire to move quickly, however, restricts the degree to which the team can
openly involve the staff of DCB.  However, it was deemed important to keep in
step with the perspectives of the entire branch.  Therefore, the meeting schedule
was designed to provide several opportunities for the staff to review the team's
progress and contribute to the process.

ACTION PLAN

The action plan revolves around an aggressive meeting schedule that targets
completion of the charter by Thursday, March 6.  The schedule is summarized
below.  There will be two meetings per week with clearly defined objectives and
prework activities.  Note that this is only a plan and is subject to change at any
time.

Approach
The approach will be to address the following items in the following order -

• Deciding what we want the DCB Web Site to do.

• Determining what technologies are available to do it.

• Determine how the site should be structured for visitors.

• Determine how the site should be structured for support and maintenance.

• Decide on how to transition from the current site to the new one.

• Report the results to the branch with a skeleton of the new site and draft
site guidelines.

The activities of the team will be characterized in some way via the current DCB
Web Site.  The exact manner has not been determined.

Timetable
Two meetings per week - Monday (except Tuesday, February 18) and Thursday,
14:30 -16:00.  The final report will be made on Monday, March 10.  Required
attendance, prework, and agendas will be determined in advance.

Meeting #2 -  Features I
Thursday, February 6
14:30 - 16:00
Bldg 1192C Rm TBD

Attendance : Core Team and Support Team

Objective : Develop a list of desired features for the DCB web site grouped into
categories (such as look & feel, interactivity, multimedia, etc.

Prework : Team members prepare "wish list" with reasons and implications
were possible.

Plan : Brainstorm and group desired features.  Discuss rationale and
implications of adopting features.

Product : Features List (grouped by functional category)
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Meeting #3 -  Features II
Monday, February 10
14:30 - 16:00
Bldg 1192C Rm TBD

Attendance : Core Team and Support Team : 14:30 - 15:00,
DCB Staff : 15:00 - 16:00

Objective : Clarify and prioritize the desired features list.

Prework : Team members prioritize the features list from previous meeting and
identify vague or confusing feature items.

Plan : Develop consensus list of features with a shared view of what
each feature entails.  Present the list to the staff and offer
opportunity for comment and discussion.

Product : Prioritized Features List (with descriptive summary of each feature)

Meeting #4 -  Technology Options I
Thursday, February 13
14:30 - 16:00
Bldg 1192C Rm TBD

Attendance : Core Team and Support Team

Objective : Develop understanding of various Hardware/Software options

Prework : Support Team - Prepare summary of options (incl. pros & cons)
based on desired features list.

Core Team - Prepare requested information (e.g., user statistics)

Plan : Review key aspects of various server options, assess pros and
cons, approximate cost, etc. and compare with anticipated needs
(features and usage trends).

Product : Comparison/Summary Table of Technology Options

Meeting #5 -  Architecture I
Tuesday, February 18
14:30 - 16:00
Bldg 1192C Rm TBD

Attendance : Core Team and Support Team

Objective : Develop a draft site "layout."

Prework : Ideas for implementation of features list

Plan : Develop consensus for how the visitors will view and navigate the
DCB Web Site.
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Product : Rough "skeleton" of site architecture implemented on a dummy
server.

Meeting #6 -  Architecture II
Thursday, February 20
14:30 - 16:00
Bldg 1192C Rm TBD

Attendance : Core Team and Support Team

Objective : Develop a draft site file structure.

Prework : Implementation ideas for site file structure

Plan : Develop consensus for how the webmaster will organize and
maintain the DCB Web Site.

Product : Candidate file structure implemented on a dummy server.

Meeting #7 -  Procedures and Processes I
Monday, February 24
14:30 - 16:00
Bldg 1192C Rm TBD

Attendance : Core Team and Support Team

Objective : Develop a list of key policies, procedures, and processes for
support/maintenance of the site.

Prework : Personal perspectives on policies, procedures, and processes.

Plan : Brainstorm on how the site management should be organized and
maintained and how content will be generated, submitted, edited,
etc.

Product : List of PPP's grouped in some rational manner.

Meeting #8 -  Procedures and Processes II
Thursday, February 27
14:30 - 16:00
Bldg 1192C Rm TBD

Attendance : Core Team and Support Team

Objective : Develop a candidate set of policies, procedures, and processes for
support/maintenance of the site.

Prework : Personal perspectives on policies, procedures, and processes.

Plan : Develop consensus for how the site management should be
organized and maintained and how content will be generated,
submitted, edited, etc.

Product : Outline for DCB Web Site operations (including style guide and
necessary templates).
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Meeting #9 -  Technology Options II
Monday, March 3
14:30 - 16:00
Bldg 1192C Rm TBD

Attendance : Core Team and Support Team

Objective : Assess the feasibility and cost of implementing the desired features
list and policies, procedures, and processes.

Prework : Core Team:  Determine available resources,
Support Team:  Assess tech. Implications of DFL and PPP

Plan : Discuss the implications for implementing the desired features list
and policies, procedures, and processes on the server options
including cost and level of effort.

Product : Table of server options comparing scope of possible features and
costs.

Meeting #10 -  Final Report Working Session
Thursday, March 6
14:30 - 16:00
Bldg 1192C Rm TBD

Attendance : Core Team and Support Team

Objective : Finalize recommendations and review skeleton implementation of
DCB Web Site.

Prework : Implement skeleton web site and draft report containing web site
guidelines, style guide, and templates.

Plan : Discuss final recommendations and finalize skeleton site layout.

Product : Skeleton web site, draft guidelines, style guide, and templates.

Final Report
Monday, March 10
14:30 - 16:00
Bldg 1192C Rm TBD

Attendance : All DCB

Objective : Present recommendations and demonstrate skeleton implementation
of DCB Web Site.

Prework : Implement skeleton web site and draft report containing web site
guidelines, style guide, and templates.

Plan : Review team activities, demonstrate new site, and review
recommended guidelines and procedures.

Product : Skeleton web site, recommendations including guidelines, style
guide, and templates and an implementation plan.
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BUDGET

Currently there has been no budget indentified.  It is possible that some funds will
be required to purchase software and/or hardware to evaluate technologies and
product options.  A mechanism is needed to address this possibility.  Since Bruce
has access to a credit card and is a member of the team, I propose that he be
given authority to make purchasing decisions with approval required by the
sponsor (Jim) for amounts over some agreed upon limit.

It is also important to have an estimate of the resources (both human and
monetary) available to update and maintain the Web Site.  This information will be
needed prior to Meeting #9.


